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Ghjective i
1. The objestive of the projest is the establishment and operation
of a domestic field station for the spotting, assessmsnt, training,

briefing, and preparation for dispatch of agents in support of SR oporo
ations,

Suppert |

2, A domestie field station has been established in this goumtry
and is now in eperation, The headquarters for the station insludes the
office the Adminigtrative Offies, an operstions

saetiont’,_ and a spotting and sSsessment sestion. The trainees are
quartered in safehouses located away from headquarters.

3. The trainees ere furnished quarters. Jud. alathan. and sueh
enterteinment as is desmed necessary by the _om a morale
standpeint, Thay are gensrally under sontinued surveillanse and are
always escorted on all trips to off-site training areas and on all trips
to and fyom the safahouses.

“ h. The station is using/ |
Approyal ’
5. This projest was maa_g.y cpprend by ADSO on 22 Janumary 1952.
the DCI, on 6 Eay 1952 roved “pf FI funds for fiscal year
1983, md in January 19?pho appy f ' Jof PP funds for fiscal

year 1953, On 2L August 1953 e M“appz‘md the SR Division's pregran
for fiscal year 1954. This program ine r ARACER for
fiseal year 19%L. The budget for this projec 18 now befng reviewed by
g&sior the purpose of mmnag & reduotion in the projoet'o budget for
95k

6. Tha attached Administrative Plan has the gongurrenge of the
respective offices of interest and is recommended for your approval.

- /s/
é_, "\ cntet
— . Project Administrativé Planning Staff, _
/"/%m“t Oftioerj | DECLASSIFIED AND REL{ASEHY
PAPS/DD/A/M001 Jde . CENTRAL INTELLIGENGCE AGENDY
(28 Nowember 1953) , SOURCESMETHOOSEXEMPTION 3578
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Administrative Plan
SR Special Project - Demsuc Treining Station
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1. Funds shall be made available for the projest on the basis of a
detailed quarterly operating budget prepared by S8R and concurred in by
the Office of the Comptroller. The amount of the budget shell not be in
excess of the amount of the projeet approval for the period and ghall be
in aseordanse with the terms and econditions of the project approval,
‘The budget shall provide funds for (1) the operating expenses and come
pensation payable at the gtation, (2) the purghase of equipment, auto=-
moblles, and supplies by the Logistics Office and, (3) compensation for
staff employeea, govert assosiates, contract employees, and contract
agents while in a holding status assigned to the project, payable by
the Finsnce Division.

: 2. Funds shall be advanced for the project in aecordance with the
detailed eperating dbudget upon appropriate request by 8R, and all sueh
advances shall be resorded as allotment expenditures at the time of

—advenece by the Ageney. Funds for the station shall be advansed to the

L_ ;or his designes. The station may be advensed funds to
provide a negcesSary working fund, snd thereafter funds will generslly
be advaneed in smounts not in excess of requirements for 30 days exeept
in umsual circumstances.

3. The budget provisions for staff employees and military personnsl
shall be supported by a T/0 prepared by the station and eonourred in by
8R and the Persormel Offige.

L. The budget provisions for covert assosiates, oontraet'employees.
and oontrast agents shall be supported by a sumary“aah-dule of require-
ments prepared by the station and consurred in by 5 and to bs approved

- by Chief FI Staff and the Personnel Office.

S, The budget provisions for trainees and for the emergency holding
of reoruited agents pending full rpocessing, pending dispatsh, and
pending disposal shall be supported by a susmmary schedule of requiree
ments prepared by the station and acnourred in by SR and appreved by
Chief, FI Sta.ff- ‘

6. The budget provisions for the purchase of equipment and auto-
mobiles and for the leasing of mal estate shall be supported by a table
of requirements prepared by the station and conourred in by SR and the
Logisties Office.
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_ 7. A letter of instruetion outlining the aﬁthoritiéc gt- hj
C \and the Ohief, Administrative Offiss, ineluding &t least thé

fonoving, shall be prepared by SR and the Offiee of the Comptroller
with the conourrence of the Offiee of General Counsels
 a el | and the Ontef Admintstretive
Officer shall have authority to expend funds for the operating
expenses of the station in ageordange with the detailed eperating
budget for the station, subjest to the limitations expressly
imposed therein. The prior spproval of SR and the Office of the
Comptroller shall be required for any expenditure in excess of
the limitations expressly imposed in the budget. The authority
of SR and the Office of the OComptroller to approve revisions of
the tudget is subjeot to the prevision that any such amendments
_shall not increess the total amount of the Ludget to an amount in
excess of the total budget limitation expressly provided in
paragrsph 1 of this Plan.

b, The | "] the Chief Administrative Officer,
-and the Finante Ot‘fiur have authority to open-and maintain
a joint bank acsount, in pseudonym, for stetion funds provided
thatt .

1. B8R obtains twin deslarations of trust, one to
an unnamed party and one in faver of the U, §, Government,
in a fo bed by the Offisa of General Ocunsel,
oxacutad . (the Ohief Administrative.
Officer and the Finangse Officer, “éovering funds in the
bank ageount. The declarations of trust shall be held
in custody by the Finsnge Division,

2. Funds may be withdrawn frem the bank acgount
anly on the authorised signature of anv two of the
following officers c.i_ ' the Chief
Administrative Offiesr and ths Finange uUffiger.

- 3. B8R will furnish the Finanse Division with the
name and address of the bank in whish the sgaount is
opensd, the title of the aassount, snd the nimes of the
persons authorised to withdrav funds from the aceount,

III. Personnel -

8. 411 personnel aseigned to the station, other thsn trainess,
covert associetes, spotters and cutwouts, shall be staff employees,
nilitary personnel or contract employees who shzll be resruited and
procesged through regular Ageney ehannels,
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9« Those covert associates, spotters and cut-outs recruited by
the Asgessment and Reoruitment 8taff of the station shall have an
appropriate "name check" clearence ccnducted by the Sesurity Office
and Btaff C/8PB prior to their initial contact. All covert asdoeiates,
spotters and cut-outs shall have a covert sesurity olearance prior to
their employment. _

- 10, All trainees shall have a ecovert security clearansce and shall
exsoute & aontrzot with the Agengy prior to their training period. These
contracts shall be negotiated by S8R in coordination with the station and
shall be approved by the Spesial Centracting Officer. »

11, lho[' " T\iay authorise eompensatory lsave in lieu
ofwnumnmtoumwonﬁeamd@ntomgumatmewmuum
of a training eyele (about eix nonths) to qualified staff employees and
nilitary pmmol. pomma

IV. Logistionl Suppert

12, All equipment and supplies for the station shall be provided in
a manner determined by SR and the logistiscs Offies in aseordanee vith the
provisions of the approved budget.

13. All automobiles for the station shall be provided in a mamer
deternined by S8R snd the logisties Office in ascordance with the provisions

of the appmd budget.

1ke A1l safehouses and training sites for the station shall be
leased in a manner determined by SR and the Loglstiece 0ffice, in ac-
oordance with the provisions of the approved budget.

15. A storshouse shall be maintained for training equipment, suto-
mobile accessoriss, and special equipment held by the station. Al such
supplies and equipment shall be provided in a manner determined by SR
and the Logisties Office in mordmeo with the provisions of the

approved budget.

16, The| )m- the Chief Admimistrative Offieer shall

have authority t¢ make emergéney purchases of equipment and supplies
provided the gost of ths item doss not exesed $250,00. Eash such
purchase ghall be supported by an explanation of the emorgensy, whieh
will be reviewed by SR and the logisties Office.

- 1T7. The station shall meintain inventory records of all property
aseigned to the station in scdordanse with Agency regulations.

¥, Travel ense '
18, Thei “Jhall have authority to approve domestie

travel authorisations and vouchers for all personnel assigned to the base
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and for all trainees within the provisions of the approved budget. SR and
the Senior FI,PP, or PM Staff as appropriate shall review the travel
suthorigations issued to determine that they were in aceordanse with the
divigion's poliey in regard thereto. Repeated end foreign travel orders
shall heve the prior approval of the Chief, SR or his designee and the
Ssnior FI, PP, or PM Staff ass approprista. '

19, All steff employees and military personnel shall be reimbursed
for travel expense in aceordange with Ageney regulations, All covert
associstes and contract employses shall be reimbursed for travel expense
in secordancs with the terms of their contracts,

—

20, % ghall have authority to approve travel
expense for trainees on an al, negcessary, reasconable basis. The Case
Officer eseort of the trainse(s) on the trip will pay all travel expense
and will submit the travel expense voucher of the trainece(s).

VI. Qfher Operational Expense

21, The shall have suthority to spprove the settle-
ment of disputes (other then thos arising from Agency peysonnel servise
contracts) involving damage to living quarters and other such e xpense,
provided: that the cost does not exceed §500,00, and that for security reasons
the dispute must be settled immediately, and that such dispute be reported
impediately to the Chief of the Division snd gettlement approved by him,
This suthority shall be exersised only when neither normal nor speeial
progedures eppropriaste to the partieular instanse ean be sesurely ussd,

In any case thess unususl expense itums will be supported by a detailed
explanation signed by the sppropriate Case Officer showing the resson for
the expense. All such sases shall be reviewed by SR and the Senior FI,
PP, or PM Staff as asppropriate to determine that, when used, the special
authority provided in this paregraph was justified and for the purpose of
providing poliey guidence to the atat;ion.

VIX. 8tation

22, The] “lo the Chief Administrative Offiser shall
have autherity to approve voushers for food purehassd for each wess
operated by the bage within the proviaim of the appmod budget for the
astation,

VIII.Entertaiment

23, The| =7} or the Chief Aduinmistrative Officer shall
have authorivy vo approve sugh entertainment and recreational expense as
is deemsd necessary from a morale standpoint for trainees within the
provisions 58 the approved budget.
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2L, The voucher for entertaimment and resreational expense shall
bs supported by a statement from the escort showing date and the pseu=
donym of each Agency representative and each trainee,

25. A1l vouchers for entertainment and reereational expense shall
be reviewed at least quarterly by SR and the Office of the Comptroller
for the purpose of fumishing policy guidanse to the Chief of Station
reggn-ding future entertalmment and recreational expense.

IX,. Au n ‘
26. :.or the Chief Administrative Officer shall
have authority to epprove au bile epersting and maintenange expense .

on a reasonable and necessary basis. These expenses will inelude emer-
genoy purchases of tires, batteries, and other perts and acoessories

. ns¢essary for the proper operation of the sutomobile. Direstional signals
and side mirrors may normally be insluded as necsssary for the proper
eperat.ion of the sutcmobile.

27. BR and the Logisties Office shall review all automobile operating
and maintensnée expense at lesst quarterly for the purpose of furnishing
policy guidance to the Chief of Station ngarding future autamobils
operating and maintenanse expense,

—

28, Tho(, ‘lahall have suthority to autherise and
approve on the spot ssttlement to non-Agensy persons for sutomebile
acoidents provided the amount is not more than §250.,00 and that the
eottlement is nessssary for seourity reasons, provided that the Chief of
Station will make a survay of essh claim in exeess of $25.00 and make a
-report to the Survey Review Board for final aetion. The smount of olaim
paid by the station shall bs charged to the employess assount pending

the decisien of the |+ the Survey Review Board as
appropriate. In case appropriste astion will be taken agsinst third
pm. -

29. The/ “Tn or the Chief Administretive Officer shall

have suthority to suthoriss and approve repairs to sutomobiles assigned
to the station provided the cost is not more than $250,00 and that the
repairs are nsesssary for security ressoms in order to avoid attracting
unusual attention. This will not effest the duty to ssek reimbursement
from third partiss where indicsted, The Chief of Station shall meke a
survey of eachrepair in excess of $250.00 and make a report to the
Survey Review Board for final asction, The amount of repairs peid by the
station shall be charged to the employees acoount pending the decision
of t.heL or the Survey Review Board as sppropriate.

X, Socurigz and Covar

30.00 The Seeurity Officer of the station shall be selected or epproved
by the Security 0ffice.
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31. The program for the selection and assessment of safohouses shall
be developed by the Zecurity Officer of the station with the concurrence
of the Beourity Offisce and the Cover Division.

32, The cover story for the cceupants of each aaxohggga shall be
develaped by the Security Offiger and be approved by the
and consurred in by the Security Office and the Gover Division.

33, The Security Officer shall make a ssourity cheek of each safe-~
house a2t least every six months and report his findings to the Chief of
Station for appropriate astion.

X, Asgounting end Beporting

3. The Finance Officer of the station shall be approved or selested S
by the Offiese of the Comptrollsr. ' i

35. The Offiee of the comptrou.er shall review the asgount procedures
now in effeet at the station and shall resommend and arvange for the ine
stallation of changes in proeedure nsesssary for the proper asscounting
for all funds and for the preparation of the required monthly reports.

J6 The statiop shall submit monthly finaneial reports, signed by
the and approved by the Chief of 8R., These reports ghall
include at least: »

a, A statement showing the souree of all funds.

b. A statement of disbursements classified by type of
expense with supporting vouchers and receipts or a statement
ahowing why a reseipt was not obtained.

6. A statement of the cost of operating each mess, the
mimber of meals served, and the average ¢ost per meal.

" d, A statement showing the cost of operstion end main-
tenanse of each sutomobile for the perioed,.

37’r~— The monthly financial report shall include a gertifieation signed
by the o the effest that the gtatement refleots, to the
best of his knowledge srd belief, the expense of the station for the
period., The finaneial report shall be subjeet to the spproval of 3SR,

SECRET




e S X B B X
-8 -

II. Writeoff to Expense

38. Funds expended for the project by the station shall be charged
to expense by the Authoriged Certifying Officer on ths baasis of the station
monthly report approved by SR, and the disbursemsnts shall be supported
in sceordanse with Agensy regulations or the provisions of this Plan, All
other funds expended for this project will be supported in accordance with

Agency ragulationa¢

XTI, Audit

39. The project shall be audited at least annually and the asudit
program shall be determined and carried out in asccordanse with Ageney

regulations.
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